Government-Funded (Emergency) Leave Travel Claim

Introduction

This guide provides the procedures for entering a Government-funded
(formally known as Emergency) Leave travel claim in TPAX.

References See the DoD Joint Travel Regulations, JTR, Chapter-4 for more
information regarding this topic.

Suggested In the notes of the orders ensure “Authorized to charge to the CBA” is

Process used. Send TMC (ADTRAYV) a copy of the orders, this will alleviate the
below 23 steps and no travel claim submission will be required.

g%i?ﬂg%ts It is important to upload ALL supporting documentation for the
claim/settlement. All documents should be scanned into a single PDF file.
Some of the required items include the following:
e Signed Orders
e Airfare/Booking Agent Fee Receipts
e Airfare Tickets

Procedures See below.

Step Active
1 Enter Grade/Rank. Select Normal from the Type of Order drop-down. Select

Emergency from the Purpose of Trip drop-down. Enter the Issue, Begin and
End dates. Click Next.

COASTIE, JOE D Travel Order View: Traveler
* Grade/Rank: " Order Number(s): *rType of Order:
E7 [fiT7GaTPRAZADON Normal

Description What's Authorized Remarks

* Purpose of Trip Emergency
* lzsue Date ™ i
Trip Mame: | 100252017 24
” Begin Date 10172017 4
lzsuing Organization |7a47400 Number of Days {7
Paying Organization [7347400 ” End Date 11072017 EEE
Group Travel O
Funds [Cosst Guard

=] er J[om [ =]
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Government-Funded (Emergency) Leave Travel Claim,

Continued
Procedures,
continued
Step Active
2 On the What’s Authorized tab, ensure the Commercial Carrier box is checked

in the Mode of Transportation. Click Next.

COASTIE, 0E D Travel Order Vi Revmler
* Grage/Ranic " Order Mumberis) " Tipe of Order
[ =] [firceirrAzaD000 [Homa ]
Description  What's Authosized  Remarks
[uarters Masaing
[ aovemment (use Diracted) [ Govermement Rate (Military Only)
0 [T mess is Dirested for ALL these ments
Contract Cusriers [Ceroportional Rate Red. Per Diem
rICorrmc-r:lalLDowvg Dﬁwuc:ﬁpcfwnlhi} I [
O [ Gavemment Rate for Essential Meals
Dl Lodging
DCaTwm:aJlﬁlbcalfthieml Fied. Per Diern
[ o Lodging Reguined O Recuced Per Diem Authorized (Civ.) [ @
D 4o Per Diem Authorized (Civ. ) [ conderence Per Diem (125%)
DAﬂual Expense DA:.rual Expense Lodging Plus (150%)
] Supar e tusi Expanse Lodging Pius (3008%)
PMode of Transportation Mescellansous

Gov't Dwned Conveyante:

Num Excess Bags IT

D one phonesoay

[ aovt rocured Transportation |N""" & Clonci nrees Lo e ’
OLeove Authorized Dvariations Authorized
Priv. Owmed Commyance: Hone :
[ Ragistration Fee Oconerancerae [ Tasd initroung
Orovis BvEriBgeIs POV not to exceed GTR of
10 the Gov't o [ Reemain Orvemight for o
RON Location:  [ETick 1o enter RGN Lotason |
D rental car Rental Upgrage:  [1oes =
| T Lo J[ comm [ e ]

On the Remarks tab, enter reason for leave in the Order Remarks and click

Save.
COASTIE, JOE D Travel Order View: Traveler
* Grade/Rank: : Crder Number(s): * Type of Order-
[ [[i7Ga7PRASADDDD [piomai
Description  What's Authorized Remarks
Order Remarks:
KNOWN TRAVELER NUMBER 109753155
EMERGENCY LEAVE-DEATH IN FAMILY]
Back Mext I Save I [ Cancel ] [ Help ]

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,
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Procedures,
continued
Step Active
4 On the Entitlements tab, click Add This Entitlement.
COASTIE, JOE D View: Traveler
TONO: 1117GETPRA3ADO00 Settlement Request
Type of order: | MNormal | Covered from: [ 11HROIT | to: [ 1172017 |
Type of Settlement |Final Type of Partial: |ot 2 Pariis
Remit To Transactions ----- EnIltlermen‘m1 Computations Financial Remarks
Travel Not Performed: (] |Mot 5 Resarvist
| | Entitiement Type | Dates Encompassed | Status | | | |
ITemporary Duty Trip <= Add This Entitlement
Back ][ Mext ] [Mﬂnage Images ] [ Receipts ][ SAVE H Cancel H Help ]
5 On the What’s Authorized tab, make sure Owner operator of POV box is

checked and select Commercial (Rail/Air/Bus/Ship) Authorized from the
Transportation Restrictions drop-down. Click Next.

COASTIE, JOE D Temporary Duty Tnp
| Proceed Date: |11ﬂf201?

Number of Days: | 7
Type of order: | Normal | End Date: [1i72017

View: Traveler

TONO: [ 1117GB7TPRA3ADDDD

What's Authorized Itinerary Reimbursables

I Chwner operator of PO\.-"I
Transportation Restrictions I Commercial (Rail/AiBus/Ship) Autherized

Next | Accemtcnanges || cancet || vew |

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,

Continued
Procedures,
continued
Step Active
6 On the Itinerary tab, select No trip itinerary to be entered from the Duration of
travel drop-down. Click Next.
COASTIE, JOE D Temporary Duty Trip EE
TONO: [ 1117GEIPRASADO0D ] Proceed Date: [11772077
Number of Days: | T
Type of order: | Normal | End Date: [177=017
What's Authorized ltinerary Reimbursables
Duration of travel: Mo rip itinerary to be entered
Date Location [ '?.‘:; ‘ 1oL ‘ "—“”"| care ‘ Lodging ‘ Meals Rate Lodging Taxes Miles ‘
[ Back J MNext [ Accept Changes H Cancel H Help J
7 On the Reimbursables tab, click Add/Edit Trip Expenses.
COASTIE, JOE D Temporary Duty Trip IR TTETEE
TONO: [ 1117G8IPRAADO0D | Proceed Date: [T1/172017
Number of Days: | 7
Type of order: | Normal | End Date: [Ti2017
What's Authorized ltinerary Reimbursables
Date Description Claimed
Add J Edit Trip Expenses
[ Accept Changes H Cancel H Help J

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,

Continued

Procedures,
continued

Step

Active

8

Before entering reimbursables, you must verify that the carrier ticket price is
valid per the JTR regulations by using the City Pairs Program. Click Enter
Site.

Fare Finder

Attention: On November 14, 2015, the City Pairs Search application will be moving to a more secure https protocol and
will discontinue the non-secured URL on a date to be determined in the near future. Plan ahead and bookmark your
favorites now to avoid interruption. Please use the following URL to access the secured City Pairs Search application

https://cpsearch.fas.gsa.gov

Al fares are listed one-way and valid in either direction. Domestic fares include all existing Federal, State, and local
taxes, as well as airport maintenance fees and other administrative fees. Domestic fares do not include fees such as
passenger facility charges, segment fees, and passenger security service fees. For FY10 and beyond, international
fares are exclusive of taxes and fees, but inclusive of fuel surcharge fees

Disclaimer: The fuel surcharge and baggage fees are an estimate and may change prior to the date of travel. These
estimates are provided based on current data and are updated regularly, to provide travelers an estimate of total airline
travel costs

Please Note:

« Fuel surcharge fees may be different in a particular market depending on the origin and destination city
« This application has been tested on the following browsers: Internet Explorer 8.0 under Windows XP/Windows 7,
Google Chrome 36 under Windows XP/Windows 7

This application was updated in January 2017 to conform to Section 508 requirements. While the look has changed
somewhat, the functionality remains the same

Enter the Departure City and the Arrival City per JTR regulation and click
the appropriate Fiscal Year.
Fare Finder

Note: Information must be provided for at least one of the form fields below

For domestic routes, please use the airport code. City codes (e.g., Washington(WAS)) are for use with
international routes

FY 18 contract fares are provided for information purposes and will be available for reservations during FY
18 (October 1, 2017 - September 30, 2018)

Select a Departure City IJUNEAU_ AK [JNU] |
Or Enter City or Airport Code |
Select an Arrival City ISEATTLE-TACOMA, WA [SEA] v

Or Enter City or Airport Code |

Search FY 18 || Search FY 17

Continued on next page
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Government-Funded (Emergency) Leave Travel Claim,
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Procedures,
continued
Step Active
10 Govt YCA Fare is displayed as the one-way price allowed per JTR
regulations.

G5A LS. General Services Administration

Fadaeral Acquisition Service
City Pairs Program

Airline City Pairs Back Help
Award List

Origin: JNU Destination: SEA
Click the Fase Hnk for Fusl Surcharge and Baggsge Fees
Howr cwer of click the 7 image for additional infomaton.

i ] Contract Contract
Awarded _ Effective Expiration
Oriigin Alrport Destination Airport Airline Service Date Date
JUNEAU SEATTLE.TACOMA Auaska N 0,00 00D 10012017 0930201

11 Select Transportation Airfare from the Expense Description drop-down. Enter

in the amount Claimed and click Accept Expense.

COASTIE, JOE D : View: Traveler
TONG: 1117G8TPRASADO0 Reimbursable Expenses
Date | Description | Claimed | Split
Diate Expense Description Claimed IBOP

| 1102017 |THANS PORTATION AIRFARE -. IUNITED STATES

spit [ ] |UNITED STATES

Accept Expense Cancel Changes

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare

TRANSPORTATION AIRFARE

Continued on next page
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ment-Funded (Emergency) Leave Travel Claim,

Continued
Procedures,
continued
Step Active
12 To add another Reimbursable click Add Expense, if complete, click Accept

Changes.

COASTIE, JOED
TONO: 1117GETPRAZADOOD

. View: Travel
Reimbursable Expenses o e

Date Description Claimed Split

1172017 TRANSPORTATION AIRFARE 818.00 O Edit Delete

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare

[ Add Expense

Accept Changes [ Cancel Changes J [ Help J

NOTE: If using Coast Guard CBA (Central Billing Account) monies for trip,
do not enter the airfare.

13

Select CTO-TMC FEES from the Expense Description drop down to add
booking fees. Click Accept Expense.

COASTIE, JOED
TONO: 1117GETPRAJADDOD

. View: Travel
Reimbursable Expenses o e

Date Description Claimed Split
1112017 TRAMSPORTATION AIRFARE 518.00 |:|
Diate Expense Description Claimed 1BOP

| 1100172017 |CTOTMC FEES | 22 oo} IUNITED STATES

JcTo-TMC FEES split [ |UNITED STATES
Accept Expense Cancel Changes

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare

Continued on next page
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Continued

Procedures,
continued

Step

Active

14

Click Accept Changes.

COASTIE, JOED

View: Traveler

Temporary Duty Trip

o
TONO: [ _1117GBIPRA3ADDOD | Proceed Date:
Number of Days: | T
Type of order: | Normal | End Date: [T/72017
What's Authorized ltinerary Reimbursables

Date Description Claimed

112017 TRANSPORTATION AIRFARE 815.00

111207 CTO-TMC FEES 22.00

[ Add ! Edit Trip Expenzses J

Accept Changes

=

15

Click Next.

COASTIE, JOED

View: Traveler
TONO: 1117GETPRA3ADODD Settlement ReqUESt
Type of order: | Normal | Covered from- [ 1142017 | tor [ 1UTRMT |
Type of Settlement |Final Type of Partial: [Not a Pariia
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Mot 8 Reservist
Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip TIMR2DIT-11M2017 “alidated Data Delete | Calcs | Comp

| Temporary Duty Trip <= Add This Entitlement

Back J MNext [ Manage Images [ Receipts J [ SAVE ] [ Cancel ] [ Help ]

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,
Continued

Procedures,
continued
Step Active
16 On the Computations tab, verify the Total Entitlement is correct and click
Next.
COASTIE, JOE D View: Traveler
TONO: 1117GETPRAIADODD SEttIement ReqUESt
Type of order: | Normal | coveredfrom: [ 1142017 | to: [ 1072017 |
Type of Settlement |Final Type of Partial: [Not a Pariia
Remit To Transactions Entitlements Computati Fi ial Remarks
Total Entitlement
LEELLITE LZE) Deductions 0.00
Memb/Emp Transportation 240.00 Partial F’ayments o
Amount Payable | 540.00
Method of Payment [T R ~ | Advances
Due Employee | £40.00
Split Payment 0.00
Computed Split | 0.00
Enter amount in Split Payment field to pay
GTCC
Back ]I Next I [Manage Images] [ Receipts H SAVE H Cancel H Help }

17 On the Financial Tab, click Add/Modify Accounting.

o, 11 T RRASADO0) Settlement Request Views — Traveler
Type of order: | Mormal | Covered from: to:
Type of Settlement |Final Type of Partial: |ot s Pariia
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
AddModify Accounting
Back J [ Next ] [ Manage Images J [ Receipts J [ SAVE J [ Cancel ] [ Help J

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,

Continued

Procedures,

continued

Step Active
18 Enter in the accounting data and click Accept Line.
COASTIE, JOED 5 View: Traveler
TONO: 1117GETPRA3ADOOD CG Accountlng
TONO Ag RID Appr Limit Allt Alc ProgEle CstAct Ohj Amount RAN
TONO AG RD APPR Limit ALLT ALC ProgEle Cstéct Obj Amount

1117GE7PRAADDDD 22 [P 700 [z [22 [o [ ra [ 7202z

2114 [»] [ =4000

I Accept Line I [ Cancel Line }
[ Cancel H Help J
19 Click Save.
ey G Accounting B
TONO Ag RD Appr Limit Allt Alc ProgEle  CstAct Obj  Amount  RAN
1117GE7TPRAZADOOD | 2 | P | 701 | 259 | 21 | 0 | RA | 78045 | 2114 | ss4n.-::-3| | Edit Del
Add
I Save I[ Cancel H Help J
20 Click Next.
COASTES, JOE D Settlement Request Views  Traveler

TONO: 1117GETPRASADOOD

Type of order: | Normal | Covered from: 11172017

to: 1172017

Type of Settlement  [Final Type of Partial: [Net a Fariia
Remit To Transactions Entitlements Computations Financial Remarks
DhiCr Classification String Amount
Db 1117GATPRAZADDOD 2 P 701 289 21 DRA 78045 2114 540.00
| Add/Medify Accounting |
Back } Mext I [ Manage Images [ Receipts ] [ SAVE ] [ Cancel ] [ Help ]

Continued on next page



Government-Funded (Emergency) Leave Travel Claim,

Continued
Procedures,
continued
Step Active
21 Enter pertinent information to appear on the travel voucher in the Voucher

Remarks and click Manage Images to add uploaded documentation. Then
click Save.

COASTIE, JOED View: Traveler
TONO: 1117GETPRA3ADOOD Settlement Reclues.t

Type of order: | Normal | Covered from: 11172017 to: 11712017
Type of Settlement [Final Type of Partial: [Not 2 Pariia
Remit To Transactions Enfitlements Computations Financial Remarks

Voucher Remarks:

Enter reason for travel and if authorized to travel with a family member,
enter that information here.

Back Manage Images [ Receipts ] SAVE [ Cancel ][ Help ]

22 Check the box for certification and click Certify.
From Date To Date Description Amount
All required documents have been uploaded at a low definition,
in & single file.
It is strongly suggested that you scan documents in the order listed above to expedite processing of
your settlement request
Certify ‘ Later ‘ ‘ Cancel ‘ ‘ Help ‘

23 Check the TONO box and click Release for Approval.

COASTIE, JOE D [P9 E— =
T-PAX Inbox - =
[Reservations] [Reguiations} {Cumency]
Profile and Hislory »  Create New » Tools»  Help »
TONO | ;:q”fé'. |smnam|§ng_m|mgw| Crealed By |A|momclal| Status |sms|:|m| cnginl Artive Al |neqms|m| Amount
B 1117GETPRAIADOND | Setement 12Nt 11T Horemal COASTIE, JOED. Entered into TPAX WS20MNT | Traveser 1100218318 534000 (est)
I Release for Appeoval I [ print ] l View | Moty Delete

Seavch o




